
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HlStORY 

RECORDS MANAGEMENT DIVISION I _ _ ~ - ~  _- - :I ~~ _ 

-$-F APPLICATION FOR RECORDS RETENTION SCHEDULE 
. ...7 

.-z7~~- .. __ .~ ~~ __ * .~ - ._~ - . . -_ -  r!3-J ~~ ~~ ~ ~~ ... 

1 .  INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original'to' 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I .i 

. .  ! 

and Manpower Complement vs. Actual Report. 

. ~ I - _  .... . . _ j . _ i . _ _ _ T - ~ _ ~ ~  ,-~I- .~ 

1. Agene Address 
Georgia Por t s  A u t h o r i t y  

i F O R  AGENCY USE 
Amhcation Date 

Admi n i s t r a t  ion :Di v i  s i on  

Savannah, Georgia -31402 
. ~~ Post O f f i c e  Box 2406 

2/1/85 I_ ~~ .. 
' 4oplication N u m b ?  
I 
I #124 

-- - 
Date Completed 

1 
1 

8. 

b. 
a EstaDiisn Retention Schedule: record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

Manpower F i l e  t T ~ _  o Da te  ~~~~ - 
What is the function of the Division and the Office in which this record series is created? . .  

- ! - , L  , , , - -  .- - - ~ .  - . .. . . , , - -  - , . I .  

Latest . -  I I Egriiest 

Office Function 

The D i r e c t o r  of  Admin i s t ra t i on  a s s i s t s  t h e  Execut ive D i r e c t o r  i n  t h e  manage'rial f bnc t i ons  

! Tra in ing,  Pol ice,  Special Inves t iga t ions ,  Reproduction/Communications, Risk Management 
and Safety Departments. Mainta ins l i a i s o n  w i t h  labor  a t to rney  and keeps s t a f f  advised 
o f  any new labor  laws and acts .  

of t h e  .Georgia Por ts  A u t h o r i t y  and i s  responsib le  for  t h e  operat ions o f  t h e  Personhel, . .  

. .~ ~~~~~ ~ ... . .~ ~~ 

7. Record Series Description This file contains the following documents (include form numbersand titles, if a w l :  - 
Attach samples of the file. , I 

Documents relating to: Manpower a c t i v i t y , a t  Georgia Por t s  Au tho r i t y .  I 

File is arranged: i Chrono log ica l l y  i n d i v i d u a l l y .  

-.. - - ~ ~- - . .~~_~.__.. I_, ._,___._ 

1 8. Monthly Reference Rate How often are records referred to w 6 h  are: 

I I 
--4 

I One to six months old -~.?~ - - ~ . ;  Seven to twelve months old -L ___, * Thirteen to twenty-four months old 
twenty-five months and o l d e r L ~ .  ~ - ~ ? 

-; 

.- _. - -~ .~ - , .. ~-I__-. _____ 
-. 1 box p e r  year ' ~ ._ \7.- ---: . ' Other (specify) --... __ ~ __ ; Leyalkize drawers-- 13, Shelves -_.__, Y. Accumulationof Remrdr , , 

<, g 

%-~50-?*: Rev. 76 (Over) 

-_ 
.- 

~~j ~._l_.l _"--.-.--__ . ~~ .__- - x.____II--_ ~ _ _ ~  ____.- ~~~~. - -. _ _ ~  



.. .. , -~ Attach copy or excerpt of l a y i  or regulations. Explain administrative need. '' ' - ' ~ '. 

Admini.strat ive ~~ ~~ - . .  need i s  .. f o r  compa.rison. .. . ,  .~ over  , two . year  period.^ , ~ , - ~  ~~ .- .~.. ~~ - . ~ .  - .  . .  
i -  I . .  . . .~ ~~ , _  .-,, ~ . ~ - .  .. . -  . . .  ~~, . . . .  - .  I~~ . .~ . - .. . , ~~ , -  

. .  . .  i ,:. .̂ . .  : ,  
~~ ,. . . .  . .  i i  ... .. . ... , 

~ .i 
. .  . -  

: '  I .  . . ,  , 
I__ - _-. .~. - ~ __~L_l-~--_.-... .I d-*--~- 

12 Aoowed Dispo3ition Instructions ~ .Thiq agency recommends that the file series'& cut ott a t  thb end of each: 
- _  - I ff Calendar Year; 0 Fiscal Year; 0 Other ____then, 

0 Hold in the current files area - -month(s) -.~ ~- year(s); then 
R! Transfer to local holding area, hold -2 L. -year(s); then 
0 Transfer to State Records Center; hold -~~ 
ffl Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ( S p c i f v )  

-yearb); then 

i 

i These instructions apply to a l l  prior and future accumulations of the series. 
! 

he_nKHead/hsignee ~ _ ~ .  ~ . - ~  (Signatvre) 

_I__.___ *-...-.-I 

__II_ ~- _- 
Recommendations in para- 
jraph 12 are approved. tate Auditor/Designee 

etary of State/Designee 

-_"----.- 

I-̂ -_._ ~ _ _ ~ _  


